PRINTING A W-2 REPRINT IN ESS

This job aid demonstrates the process for printing a W-2 reprint in ESS. The steps are listed below
along with visual examples. Note that there are two (2) options given for logging into ESS.

STEPS

Perform the following steps to print a W2 reprint in ESS.

Welcome State of North Carolina Employees
:‘I;JE:IIE;,.................:
* | Password - s

AaEEEEEEEEEEEEEEEEEEEnn?

Log on

1. Log into the Employee Self Service Portal.

e

Quick Links
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2. Click on the quick link for My Pay.
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® |NCID - 1 =
" |Password: [ ]

AsEEEEEEEEEEEEEEEEEEmn?®

Log on

A. Log into the Employee Self Service Portal.
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B. Click on the My Data (ESS) tab. BN Wy bata ess) |

I '-.' F'th ‘ _— —_— _—

Dizplay vour pay statement, total compenzation statement, or reprint vour W-200-2¢c.

C. Click on the My Pay link. This takes you to the step Read before printing your W-2/W-2¢
link” as shown in the next example.

------------------ END - ALTERNATE LOGIN METHOD - - - ===~ ----

e
L" My Pay Information

. __-.}:ﬁ Pay Statement
View vour latest pay =tatement.
Total Compen=ation Statement
iew vour latezt total compenzation statement.
W-2 / W-2c Reprint ——————— W-2 / W-2¢ Reprlnt link

‘llllllllllll.l.llllll!lll.lll'

- ¥ Read Before Printing Your W-2 / W-2c. ¥

4NN EEEEEEEEEEEEEEEEEEEENEEEEND
W= J W-2C

Print a copy of vour previous years’ W-2.

Iy Pay - Help
ESS/MSS Online Help
Uze thiz =ervice to accezz the BEACON Online Help documentation.
Learn how to dizplay or print vour pay =tatement and total cempenzation =tatement.

3. After reading the Read before printing your W-2/W-2C message, click on the W-2/W-2c¢ link.

I V-2 Reprint

Select the year from the drop-down menu. W-2's for the prior year may not be available until after February 15th of current year. For a year not lizted, contact BEST Shared Services.
Available Years|Select Year [ Available V-2 Forms: [Select Form [=] [l Display |

4. Select the year and the form you wish to print from the drop-down options. If “W-2” defaults
in the available W-2 forms field (as in the example above), then there are no other types of
forms for you to choose for the year selected. If there are multiple forms for the year
selected, choose which form you wish to print.

NOTE: Currently only 2009 W-2’s are available for reprint. Please contact Shared Services
for any reprints other than other W-2/W-2C reprint.

NOTE: If you have a W-2C, you will need your original W-2 as well as the W-2C to complete
your tax filing.

5. Click the Display button. _ Display |

2/12/10 NC OSC Training & Development Page 2 of 6



ESS JOoBAID W-2 Reprints

@ Your W-2 / W-2c form contains sensitive personal information. We recommend that you
do not display this information on a public computer, and that you use precautionary
measures (such as installing and enabling anti-virus/anti-spyware software) when
accessing this information from home.

It will take several seconds for the form to appear in your browser window.

As an additional security precaution, please be sure te log off and close your browser
window when you are finished.

Do you want to proceed?

6. Read the important note displayed on your screen (and shown above) regarding the sensitive
information on your W-2 or W-2c.

7. Click Yes ,.'.._Eil if you want to proceed. If you do not wish to proceed, click no and remember
to exit and close your browser.

File Download x|

Do you want to open or zave this file?

Mame: unknown, pdf

Type: Adobe PDF Reader, 13,1KE
From: bplds01z.its,.state.nc.us

Open ] % Save ] I Cancel

Always ask before opening this type of file

i "~| “While files from the Intemet can be useful, some files can potentially
Q harm your computer. IF you do nat trust the source, do not open or
e save thiz file. What's the rigk?

8. When prompted, click the Open button Open | to download the file.
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Once the form has generated, verify that the form that generated is the year and form you
selected. An example of a W-2 reprint is shown below.

To change the size of the W-2, select the increase/decrease icons or change the percentage
of magnification. = [roe% -

1 Wages, tps, other compensation 11030.08 2 Faderal ncome tax witheld 1336.32
i 12021.87| 807.38
€ Mecicare wages and 1ps 12021 87 € Mecicare tax winned 188.82 € Meacare wages ana tips
3 EMDIOyee's COA numDer [EFooyer wze ooty 3 Empioyees SOA number
123-45-6789 123-45-6789
M FED 1D number S Contol numoer Wm
43 012345687 177-12345070 01234567
State of North Carolina State of North Carolina
1425 Mail Service Center 1425 Mail Service Center
Raleigh NC 27600-1425 Raleigh NC 27608-1425
REISSUED STATEMENT REISSUED STATEMENT
TEce Tec Te TAccaied Tes [T Ta ey ot [ Rccated o2
TAovance BIC payment | U Depencert care benets | [T Aovence BXC paymem |10 Dependent core benetes |
11 NorQUaTIes pians \hacémurmtrmu 300.00 T1 NOAQuUaIed pans 1haG«anmueu|: 200.00
TEE e [ R mal Al
g X | | s '
14 Oer s | 1“ 12¢ l
30 | 120 |
© Empioyee’s st name and NSl ezt rame T € Empioyees frat name 300 nital Lastname Cur.
JaneE Doe JaneE Doe
800 Rogers Mill Rd 800 Rogers Mill Rd
Winston-Salem, NC 27101 Winston-Salem, NC 27101
t z= ¢ En s 2 3na 2P
1€ Otate Emoyers state IO 18 Loca wapes, toz, e 1 Emooyers state 10 8 Loca wages, tps, &
_AC 656556565 1656556565 l_
€ Otate wapes, 12, et 11930.08 75 Smee woges, tos e 11030.06 |'? Loca income tax
77 Swte ncome B 780.00 [ rame 77 Smee ncome ax 780.00 |0 Locaity name
Form OMB. No. 15450008 M Form Dect dnm rrarny Reveros
i D S 2009 YO0 8 10 recors il""“""'"""""""I w,:nunnegme:mnnﬁumrum
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An example of a W-2c¢ is shown below.

14444 For OMclal Use Only Safe, accurate, ) Vil the IRS WeD She
OME No. 1545-0008 FASTI Use ﬂﬂ'.} fffﬂ at wWww Ire.gov.
2 Empicyer's name, address, and 7IF code € Taxyeas/Form comecied d Employee's comect 55N
State of Morth Carolina 2009 ;w2 123-45-6789
1425 Mail Service Center @ LComected 55N and/or name [Check this box and complete boxes f and/or
Raleigh g if incorrect on fiorm previously filed ) ®
NC 27699-1425 Complete boxes f and’or g only if mcorrect on form previously filed &
T Employees prewiousty reported ssn
b Emplayers Federal EIN g Lmployees previously reported name
T7-1234587 lane E Doe
h Empioyee’s first name and inftial Last name S
lane Wellington
008008007 o 7
. lana ellington
Note: Only complete money fields that are being comected ?BBOSI:!I:NM Dr
(exception: for comections involving MOGE, see the Instructions Abordosn NG 28315
for Forms W-2¢ and W-3¢, boxes 5 and 6). | Emgpioyee's 30aress ang ZIP code
Previously reported Correct information Previously reported Correct information
1 Wages, tips, other compensation 1 Wages, ips, ofier compensation 2 Federal Income tax withheid 2 Federal iIncome tax withheld
3 SOCial teculty wages 3 Sodlal secunly wages 4 SOCIN security tax withheid 4 Social sAcumty tax winned
5 Medicare wapes and tips § Medicare wages and Ups & Madican Lix wERheld & Medcare tix winnel
T Social securlty lips T Soclal security Bps & ANocated Ups & Aliocated Ups
9 Advance EIC payment 5 Advance EIC payment 10 Dependent care benefits 10 Dependent care benefts
11 Wmlﬂ!{l |:-'an5 11 Nongquaited plans 12a See Instruchons for box 12 12a See INstructons for Dox 12
;| i
= 5 = g 5 5 |° "
14 Ofer (B2 INErUCtons) 14 Other (sae Insiructions) 12¢ 12
: I
124 12d
_— I

9. If the year and form are correct, select the print icon = . If prompted, verify the printer and

print properties and select OK Ok |

Note that the W-2¢ form has 4 pages total that will print while the reissued W-2 has just one
page.

Select the year from the drop-down menu, W-2's for the prior year may not be available unfil after February 15th of current year, For a year not listed, contact BEST Shared Services.

Available Years2003]¥|  Available /-2 Forms: ‘ M:

- P>
10. Click Exit once your form has printed. . = == == = - =

NOTE: Remember to remove your form from the printer.
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Welcome 01450226, Hel» ' Log Off
el i - -.7

‘;%tm 7}\\./.;§¢.\./"

Lo -

]

My Pay Information

Pay Statement
View your latest pay statement.

Total Compensation Statement
View your latest total compensation statement.

W-2/W-2¢
Print a copy of your previous years’ W-2.

11. Log off of ESS.

REMEMBER to exit and close your browser as well as any Adobe PDF windows.
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